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IMPORTANT INFORMATION TO KNOW

1. Paychecks are referred to as Payslips in Workday.

2. Payslips will no longer be mailed to employees.

3. Payslips will be available for viewing or printing 1 day priortoe mp| oy ee s’ pay date.

4. Employees will no longer need to visit Central Payroll to request a copy of payslips or changes (i.e., address changes, direct deposit, federal
and state withholdings). These are all actions an employee can manage on their own in Workday.

5. Longevity is separated from base pay and you will see these earnings separated as Regular Pay and Longevity in the earnings section of your

payslip.
HOW TO READ & PRINT YOUR PAYSLIP
1. From your home page, select the PAY Application icon.

Pay
2. Click on Payslips.

Actions View

Wibholding Elections povis

Payment Elections Timesheets
Total Rewards
Merit Statement History
Bonus & One-Time Payment History

More (2)

3. The Payslip Details page displays. Click the View button to display your payslip on your computer or click print to print your payslip.
4. There are many ways to display your paycheck. Hover over the icons on the far right for further actions:

a. Export to Excel
b. Export to Worksheet
c. Select to Filter Grid
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d. Expand/Collapse Chart
e. Click to View/Edit Preferences

f.  Full Screen View

How to Read & Print Your Pay slip

Employee

Payslip Printing Details 1 item
Company

Mayor and City Council of Baltimore

<

Print Multiple Payslips

Payslips 4 items

Company

Mayor and City Council of Baltimore
Mayor and City Council of Baltimore
Mayor and City Council of Baltimore

Mayor and City Council of Baltimore

Period Start Date

04/18/2020

04/04/2020

03/21/2020

03/07/2020

Period End Date

05/01/2020

04/17/2020

04/03/2020

03/20/2020

Payment Date

05/08/2020

04/24/2020

04/10/2020

03/27/2020

Payslip Printing Details

You do not receive a paper copy of payslips.

Gross Amount

4,632.16

4,746.08

4,746.08

4,746.08

Net Amount

2,701.07

2,772.60

3,137.24

3,137.25

MEEl=8 S

[E B = ol 6 O

View

View

View

View

Print

Print

Print

Print

6. If you select the option to print your payslip, you will see the below message.

Your request is being processe

You can continue to wait or choose to be notified later.

C Notify Me Later )

7. When your payslip is ready to print the document will be available to review and print from notifications. Your document is ready to print when
see receive the notice in the top-right. Click on the bell icon and the Notification Page displays. Here you will be able to print your payslip.
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From Last 30 Days

Document Available
Payslip_to_Print__Report_Design_07_28_2020.pdf is now
available in My Reports

1 minute(s) ago

o

Document Available

1 minute(s) ago

Payslip_to_Print_-_Report_Design_07_28_2020.pdf is now available in My Reports
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8. Click on the link of the payslip that you want to print. The below payslip displays.

ayor and City Councilof Baltmore 12062020 121192020 12042020 Section 1: Includes Employee Information, Pay Period
Begin/ End Dates, Check Date

Current 2 3,117. 89.56 317 .49 0.00] 2,710.54 .
YTD [1 ' 3. 89.56] 31749 000] 271054 Section 2: Includes Current and Year to Date (YTD)
_ Pay, Pre & Post Tax Deductions, Employee Taxes and
Dates Hours  Rate Amount YTD Hours YTD Amount| [Description Amount YTD
3 |PTLOverssoK 1210672020 - 1211972020 0 0 1310 0 13.10| [Medicare 3409 34.09) Net Pay.
Police OOT $14  12/06/2020 - 12/19/2020 3 14 4200 3 42.00| |Federal Withholding 27340 27340
s b e e Rl b 4 Section 3: Includes a breakdown of earnings, hours,
[|Eamings 313069 3,130.69] [Employee Taxes 3749 31749 pay rate for the pay period, longevity, regular pay and
YTD earnings totals.
e 5 - A Section 4: Includes Employee taxes per pay period
Dental PPO Pre - Tax (212) 643 6.43] and YTD
VPreTaxDedudims 89.56 89.56

Section 5: Includes Pre-Tax Deductions per pay

%;%mem period and YTD.

Federal Withholding - Taxable Wages 304113 3,041.13

Section 6: Includes Employer Paid Benefits per pay
period and YTD.

Section 7: Includes Taxable Wages per pay period
and YTD.

Section 8: Includes Federal and State tax
withholdings, allowances, and any additional
withholdings.

Section 9: Includes available absence balances.

Section 10: Includes Payment Information or direct
deposit accounts.

STILL HAVE QUESTIONS ABOUT WORKDAY

For additional support and questions about Workday please contact your agency HR Practitioner or view the website at
Workday.Baltimorecity.gov.
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